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UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 

BUREAU    OF  MARKETS 
Washington,  d.  c. 


August  25,  1920. 


INDEX  TO  INFORMATION  CIRCULARS,  VOL,  II,  NUMBERS  1  to  21,  INCLUSI^/E. 

There  is  attached  hereto  an  index,  by  subjects,  to  Informa- 
tion Circulars,  Vol.  II,  Nos.  1  to  21,  inclusive.  At  the  close  of 
this  fiscal  year  an  index  covering  Vol.  Ill  will  be  issued. 

Acting  Chief  of  Bureau. 
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INDEX 

OTOMi-TION  CISCULM,  VOL.  II.  NOS.  1  TO  21."  ISSDSD  DURING 

TEE  FISCAL  YEAR  3.920. 


Acco-unts  ,-Addreas  on  Salary  and  Reimbiarsement  Vouchers  

Asse?srnent  for  Administrative  Expenses  for  Fiscal  Year 

1^20  

Copy  of  li'oiTfl  5  Vouchers  to  "be  Retained  in  Branch 

Office  Files.  '   

H^indling  of  Form  5  Vouchers  and  Expense  Accounts   , 

I  tinerary  Reports  •  

•Letters  of  Authorization.  »   .  .  .,  

Letters  of  Authorization  to  "be  Signed  "before  Issuance 

of  Transportation  Requests  

Motor  Vehicle  Exn^ense  

Overdrawing  Letters  of  Authorization  


Purchasing  Ink  in  Field  

Registering  Transportation  Requests  

Salary  Liahilities   .  ,  . . 

Salaries  of  Temporary  Telegraph  Operators. 
Telephone  Bills  ;  - 

Vouchers  and  Accounts  

Vouchers  for  Small  Sums  • 


Illegihle  

Lessors '  

On  Intra- Bureau  Papers . . . 
Telegraphic  for  Bureau. . . 
Telegraphic  for  Field. . . . 

Addressing  and  Duplicating  Section, 
^  Demands  upon,  to  he  Reduc! 

Mailing  List  Work  
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Ifuinber  Item 


Addressing,  Duplicating,  etc., -Orders  for   5  IS 

Addressing  of  Shipnents  coming  into  Washington   5  17  ' 

Administrative  Assistant  in  Charge  of  Operation 

Inspection  of  Office  Methods  in  Branch  Office  by   1^+  12 

Visits  to  Branch  Offices     13  1 

Administrative  Expenses,  Assessments  for, -for  Fiscal  Year  I320   6    ,  2 

Agents,  Mailing  lists  of  County   3  5 

Agricultural  Appropriation  Bill  for  Fiscal  Year  I921   17  H 

Amendment s  , -To  Bureau  Inventory  List   17  7 

To  Hotel  Directory.   I6,  20 

Annual  Leave  for  Eesigning  Employes   3  ^ 

Appearance  of  Daily  Market  Reports                                                                2  ^ 

Appointment  of  ^ 

Chief  for  the  Bureau  of  Markets.   1^  1^ 

Mr,  Montgomery  as  Assistant  to  Chief  of  Bureau   17  1 

Appointments , -Approved  in  Advance  by  Secretary   12  2 

Termination  of   5  7 

Appropriation  Bill  for  Fiscal  Year  1S21,  (Agricultural)   17  H 

Appropriations, -Necessity  for  Econoiry  for  Fiscal  Year  (I32I)   21  3 

Articles  that  are  Lost  in  Transit , -How  to  Charge   19  7 

Assessments  for  Administrative  Expenses  for  the  Fiscal  Year  I520   6  2 

Assistance  in  Branch  Office  Operation   13  1 

Assistant  Secretary  of  Agriculture,  E.  D.  Ball   21  1 

Assistant  Secretary  of  Agriculture,  James  R.  Riggs   5  1 

Assistant  to  Chief  of  Bureau, -Appointment  of  Mr.  Montgomery   17  1 

Attaching  Protective  Sheets  to  Typewritten  Letters   6  ^ 
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Authorization, -Letters  of  .. 

.  Overdrawing   3 

Permanent  and  Tenrporary  Assignments   1 

To  be  Signed  before  Issuance  of  Transportation  Req,uests ..  .  7 

Automobile  Parts , -Exchange  of                                                                .  21 

Automobiles, -Personal  Use  of  Bureau   ^ 

B  -    ,     ,  ,  ' 

Ball,  Elmer  D.,,  Assistant  Secretary  of  AgricultTire . .  .   21 

Bids , -Letters  Transmitting  Specifications,  Bids,  and  Purchase 

Orders  ' .   1^ 

Bill  of  Lading  Record    IS 

Bills  of  Lading  on  Express  Shipments,  Use  of  Government   5 

Bills,  Telephone   3 

15 

BM-2U  and  BM-25,  Reference  Slips  and  Special  Slips   5 

Board  of  Awards , -Letters  to, -transmit ting  Specifications  or 

Bids  and  Exigency  Statements  •   1^ 

Board  of.  Surveys  and  Maps  of  the  Eederal  Government   15 

Boston  Branch  Office  Addresses   1^ 

Branch  of  Operation, -Changes  in.  •  •   13 

21 

Designation  of  Head  Clerk  •    1^ 

Branch  Office , 

Addresses   l'^- 

Directory   2,g 

Files,  Copy  of  Form  5  to  be  Retained  in   1? 

Files,  Method  of  Handling,  BM-76   ^ 

Mailing  List,  Removal  of  Name  from  (R.  V.  Bailey)   21 

Operation,  Assistance  in  •>   ^3 

Personnel  Records  v  • 

Vouchers,  Carbon  Copies  of  BM-UO   1^+ 


} 
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Branch  Of f ices, - 

Bureau  Memoranda  to  "be  on  File  in   17  6 

Carbon  Copies  of  Letters  Prepared  in   13  ^ 

Inspev^tion  of  Office  Methods  in,  hy  Administrative  Assistant 

In  Charge  of  Operation   1^  12 

Listings  of  Bureau  Branch  Offices  in  Local  Telephone 

n.-Gctories  •   18  2 

Modification  of  Regulation  for  Opening  Mail  in   19  S 

Opeijing  Mail  in   6  7 

Photographic  Work  for   IS  7 

Preparation  of  Field  Pay  Rolls  and  Personnel  Records   18  1 

Pied-.ic'cion  in,  since  June  "^0,  I9I9   7  3 

Routing  Mail  in   1  8 

Supplies  Ordered  hy  Branch  Offices  for  Use  of  the 

\mshington  Office   1  9 

Telegraphers  at....   5  13 

Towel  Service  at   8  9 

Bureau  Activities , -Reduction  of   7  3 

Bureau  Dinner   21  8 

Bureau  Inventories , -Method  of  Handling  Discrepancies  in   19  2 

Bureau  Inventory  List , -Amendments  to   17  7 

Bureau  Memoranda  to  he  on  File  in  Branch  Offices   17  ^ 

Bureau  Memorandum  No.  159, -Double  Spacing  Trvo  or  Three  Line 

Letters   3  ^ 

Bureau  of  Markets,- 

Telegraphic  Address  of...'.   3  10 

The  Fast  Six  Months  in  the   I3  3 

Bureau  Operating  Regulations, -Handbook  of   I9  1 

Bureau  Reorganization, -Fruit  and  Vegetable  Division  Created   12  1 

Bureau  Telephone  Directory   I9  5 

Bureau  Trucks, -Use  of,  in  Cities  Outside  of  Washington 

for  Delivery  of  Packages   15  15 

C  - 

( 

Cameras  , -Resignation  of  Employes  Charged  with  Government   18  5 

Carbon  Copies  of  Form  BM-UO   lU  5 
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Number  Ite. 


Carton  Copies  of  Letters  Prepared  in  Branch  Offices.  ......  j   I3  1+ 

Changes  in  Branch  of  Operation.   I3  2 

21  2 

Charts, -Preparation  of  Graphic   g  2. 

Checking  Loans  of  Eq.mpinent ,  Leave  Taken,  and  Mailing  Lists 

Before  Separations  from  the  Service  i  ,  3  2 

Cheesecloth, -Use  of  Cotton  Waste  in  Place  of,  on  Mimeographs   k  3 

Chief  for  the  Bureau  of  Markets,  Appointment  of   lU  if 

Chief  of  Bureau, -Attaching  Protective  Sheets  to  'jfypewritten 

Letters  for  Signature  of  Secretary   6  k 

Christmas, -Half  Holidays  hefore   10  1 

City  Committees, -Selection  of  Officers  of,  for  Fiscal  Year  (I92O)....  1  5 

Civil  Service  Registers .-Restoration  of  Names  of  Stenographers 

and  Typists  to   3  S 

Clerical  Efficiency  Committee  •  ^ 

Clips, -Disposal  of   15 

Committees , -Selection  of  Officers  of  City  and  Joint  Operating 

Committees  for  the  Fiscal  Year,  I92O   1  5 

Communications  Regarding  Undelivered  Purchase  Orders   15  7 

Confidential  Records, -Safeguarding   19 

Congress  , -Request  Made  Upon,  for  Removal  of  Salary  Limitations   IS  6 

Cooperative  Marketing  Work   15  1- 

Copy  of  Form  5  Voucher  to  be  Retained  in  Branch  Office  Files   17  5 

Correspondence,-                                           .  ^ 

Addresses  on  Intra-Bureau  Papers   7 

Attaching  Protective  Sheets  to  Typewritten  Letters 

for  Signature  of  Secretary   6 

Carbon  Copies  of  BM-UO  ■   ■•  •  1^ 
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Number  Item 

Correspondence  ( Cont . ) 

Carbon  Copies  of  Letters  Prepared  in  Branch  Offices   13  U 

Copy  of  Form  5  Voucher  to  be  Retained  in  Branch 

Office  Files   17  5 

Double  Spacing  Two  or  Three  Line  Letters   3  ^ 

Name  Typewritten  Under  Signature   5  ^ 

Opening  Mail  in  Branch  Offices  '   6  7 

19  S 

Protective  Sheets  Need  Not  be  Attached  to  Typewritten 

Matter   19  ^ 

Suggestions  for  the  Practice  of  Economy   ^  1 

Cotton  Waste,-  Use  of,  in  Place  of  Cheesecloth  on  Mimeographs   U>  3 

County  Agents, -Mai ling  Lists  of   3  5 

Cups, -Sanitary  Drinking   6  5 

D  - 

Daily  Market    Reports , -Appearance  of   8  6 

Daylight  Saving   6  9 

Death  of  Prof.  C.  W-.  Thompson.'   15  2 

Delivering  Packages  Intra-Boreau   15  1^ 

Demands  Upon  Addressing  and  Duplicating  Section  and  Upon 

Photographic  Laboratory  to  be  Reduced   6  3 

Designation  of  Head  Clerk,  Branch  of  Operation     li;  1^ 

Dictating  Machines , -Use  of,  in  connection  with  practice  of  economy..  ^  1 

Dinner,  Bureau   21  3 

Directory,  Branch  Office   2,9 

Bureau  Telephone   19  5 

Hotel  ll,l€,20 

Directory , -Personnel,  Must  be  Kept  Up  to  Date   7  7 

Discontinuing  Temporary  Stations.   5  5 

Discrepancies  in  Bureau  Inventories,  Method  of  Handling   19  2 
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lumber  Itgm 

Division  Inventory  Records    g  5 

Division  of  Publications Index  Service  of  the.  •   10  11 

Division  of  Telegraphic  Business     ,   3  9 

,  5  12 

Division  Personnel  Record,  Form  BM-76  ,    k  U 

Double  Spacing  T'.vo  or  Three-Line  Letters  >   .  ■  3  k 

Drinking  Cups, -Sanitary   6  5 

Duplicating, -Orders  for.     5  IS 

E  - 

Economy  Envelopes    1  .  li- 

Necessity  for,  Fiscal  Year  I92O..   21  3 

Suggestions  for  the  Practice  of.........   k  1 

Economies  in  Mimeographing   5  I5 

Efficiency  Commit tee, - 

Clerical,  for  Six  Months  ending  December  3I ,  I919.-   7  2 

Clerical,  for  Six  Months  ending  June  30,  I920   15  16 

Efficiency  Reports  for  Field  Employes   3  11 

Elevators , -Use  of,  Prohibited  when  Authorized  Operators  are 

not  .present   7  5 

Elimination  of  5,000  Pound  Maximum  Weight  Limit  on  Shipment  of 

Household  Furniture   1^  10 

Employes  , -Reduction  in  Bureau   7  3 

Report  on  Number  of  Employes  and  iimount  of  Office 

Space  in  Washington.   1  1 

Within  the  Bureau,  Transfer  of   1^  7 

Envelopes  , -Economy  i ,   1  U 

Ordering  of  Manila   15  9 

Use  of,  for  Mailing  Single  Page  Reports   I9  9 

V  Used  for  Mailing  The.  Market  Reporter  to  Branch 

Offices  and  Field  Employes  of  Bureau   1^  11 
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Epidemic  Handicap  to  Bureau  Work   1^         15  ' 

Equipment, -Checi'ring  Loans  of  •   3  2 

Uew  Form  of  Purchase  Orders   1  2 

Stored  in  Cities  Outside  of  Washington   17  3 

To  be  Secured  from  other  Services  of  the  Government   3  ■  ^3 

Unused  Purniture  and   17  2 

Exchange  of  i-utomohile  Parts...   21  6 

Exigency  Statements , -T'o  Accompany  Purchase  Orders  Submitted  for 

Approval  by  the  Secretary   1^  9 

Expense  Accounts ,  - 

Ib,nning  of   21  5 

Motor  Vehicle   10  ^ 

Expenses, -Administrative, -Assessments  for,  for  the  Fiscal  Year  I52O. .  b  2 

E3Cpress  Shipments, - 

Nc-ce-sity  for  Properly  Marking   IS  3 

Use  of  Government  Bills  of  Lading  on   '5  ^9 

F  - 

Federal  Buildings  ,-Space  in   1  6 

Field  Emiployes,-  Efficiency  Reports  for   3  11 

Field  Offices,-  Photographic  Work  for   IS  7 

Field  Pay  Rolls                                                                             .   IS  1 

Field,-  Telegraphic  Address  for   5 

Files,  Branch  Off  ice ..   U  U 

Fiscal  Regulations ,- 

Amsnl-nents  to,  Paragraphs  5  and  So  (0,P,Q)  Letters  of 

■  jf^  abhor  ization   1  3 

Secrer,a.ry 's  Memorandum  No.  296  amending 

Paragraph  S9,-  Transportation  Re^v.ests   1^  ^ 

Secretary's  Memorandum  No.  297  aiQjr.dirg 

Sections  (P)  and  (r)  Elimination  of  5,000  pound 

Maximum  Weight  Limit  of  Furnit-ore   1^  ^ 


Fleet  Naval  Reserve , -Leave  of  Absence  for  Members  of  

Forse,-  Reduction  in  

Form  5  Voucher,-  Copy  to  be  retained  in  Branch  Office  Files........ 

Handling  of  

Forms ,  - 

m.-2k ,  special  Slips   .  .  .   ,  

BM-25,  Recommendations  Regarding  Separations  from  ' 

Service  ,  . ,  •.  .  . 

BM-26,  Reference  Slips  

JjM-39  J  Notation  made  when  Articles  are  not  Received  

W-hO,  Carboncopies  of    ,  

.     •     Fj!-6U,  Record  Slips  for  Photographs  

Wl-lh ,  Requisitions  for  Photographic  Work..  

BM-76,  Division  Personnel  Record  


gU-A,  S^+-B,  SU-C,  used  in  Connection  with 

Issuance  of  Transportation  Heqtiests  

B^?-S6,  Use  of  Personal  Charge  Card  

a/i-S7,  Bill  of  Lading  Record...  

Forms  Used  in  Connection  with  Issuance  of  Transportation  Requests.. 

Franking  Privilege,-  Misuse  of  

Fruit  and  Vegetable  Division  Created.  

Furniture , -Elimination  of  ^,000  Vovind.  Maximum  Weight  Limit  on 

Shipment  of  Household.  

And  Equipment,-  Unused  ,  


G  - 

Glass  Tops  for  Desks,-  Purchase  of  

Government  Bills  of  Lading  on  Express  Shipments,-  Use  of 
Graphic  Charts,-  Preparation  of  


H  - 

Half  Holidays  before  Christmas  and  New  Year's  Days 
Handbook  of  Bureau  Operating  Regulations  
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Nuc'ber 


Handling  of  Form  5  Vouchers  and  Expense  Accoimts   21 

Handling  Requests  for  Publications   10 

S 

Hay  and  Feed  "?7eekly  Market  Eevie'.7  Discontinued   7 

Hay,  'Feed  and  Seed  Division   15 

Head  Clerk,  Branch  of  Operation, -Designation  of   1^ 

Live  Stock  Division   17 

Hotel  Directory  11, 1^. 

Hotel  Information   ^ 

Household  Furniture , -Elimination  of  5,000  Pound  Maximuin  Weight 

Limit  on  Shipment  of   l'^ 

How  to  Charge  Articles  that  are  Lost  in  Transit   19 

I  - 

Illegible  Addresses   ^ 

Index  to  Service  of  the  Division  of  Publications   10 

Information  Circular,-  New  Issue  for  Fiscal  Year  1920   6 

Ink,-          A.  B.  Dick  #7^7   8 

Purchasing  in  the  Field   ^ 

Inquiries  to  Secretary's  Office   5 

Inspection  of  Office  Methods  in  Branch  Offices  by  Administrative 

Assistant  in  Charge  of  Operation   1^ 

Intra-Bureau  Packages      Delivering   15 

Papers,-  Addresses  on   7 

Inventories,-  Method-  of  Handling  Discrepancies  in  Bureau   19 

Serial  Numbers  to  be  Shown  on     17 

Inventory  List,-  Amendments  to  Bureau   17 
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Inventory  Records, - 

Carbon  Copies  of  Form    ik 

Division   g 

Itinerary  Reports   I4. 

10 

J  - 

Joint  Offices,-  Supervision  of  Machine  Rooms  at   S 

Joint  Operating  Committees,-  Selection  of  Officers  of,  for  Fiscal 

Year  I92O   1 

L  - 

Leave, - 

Annual,  for  Resigning  Employees   3 

Checking                                                                              .  3 

Of  Absence  for  Members  of  Fleet  Naval  Reserve.,-.   17 

Lessors'  Addresses  .■.   1 

Letters,-    Attaching  Protective  Sheets  to....  ,   6 

Double  Spacing  Two  or  Three-Line   3 

Prepared  in  Branch  Offices,  Carbon  Copies  of   I3 

Protective  Sheets  Need  not  be  Attached  to  Typewritten...  I9 

Transmitting  Specifications,  Bids  and  Purchase  Orders...  lU 

Typewriting  of  Name  under  Signature   5 

Letters  of  Authorization, - 

Discontinuing  Temporary  Stations   5 

Overdrawing   3 

Permanent  and  Temporary  Headquarters   1 

To  be  Signed  Before  Issuance  of  Transportation  Req.uests .  7 

Liabilities,-  Salary   5 

Listings  of  Bureau  Branch  Offices  in  Local  Telephone  Directories,..  18 

Live  Stock  Division,-  New  Head  Clerk                       .   17 

Loans  of  Equipment,-  Checking....   3 

Lost  in  Transit,-  How  to  Charge  Articles  that  are   ,19 

Lost  Shipments,-  Tracing  '   1^ 
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Num"ber  Item 


M 

Machine  Eooms  at  Joint  Offices,-  Supervision  of   S  S 

Mail,-         Opening,  in  Branch  Offices   S  7 

19  8 

Routing  in  Branch  Offices   1  S 

Mailing  Lists,-  Addition  of  Names  to  '   15  10 

And  Records,  Safeguarding   1^  ^ 

Checking,  Before  Separations  from  Service.   3  2 

Of  County  Agents ....  -   3  5 

Removal  of  Name  from  Branch  Office  (R.  V.  Bailey)   21  7 

Manila  Envelopes,-  Ordering  of   15  9 

Manuscripts  for  Outside  Publication,-  Submission  of   5  8 

Maps  for  Board  of  Surveys  and  Maps  of  the  Federal  Government   15  13 

Market  News  Service  on  Fruits  and  Vegetables   12  1 

Market  Reporter,-  Announcement..,.'   g  1 

Familiarity  with  Contents    I9  10 

Return  of  Envelopes  Used  for  Mailing  the  Reporter  to 

Branch  Offices  and  Field  Employes  of  the  Bureau   lU  11 

Market  Reports,-  Appearance  of  Daily   g  6 

Market  Review,.-  Hay  and  Feed  Weekly  -  Discontinued   7  ^ 

Marketing  Work,-  Cooperative   15  12 

Material,-  To  be  Secured  from  other  Services  of  the  Government   3  13 

Maximum  Weight  Limit  in  Shipment  of  Household  Furniture,- 

Elimination  of  5,000  Pound   lU  10 

Members  "of  Fleet  Naval  Reserve,-  Leave  of  Absence  for   17  B 

Memoranda,-  Addresses  on  Intra-Bureau  Papers   7  6 

To  be  on  File  in  Branch  Offices   17  ^ 

Memorial  Fund,-  Ware  Heroes..   5  2 


i 
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P     Meredith,  E.  T  .  ,  New  Secretary  of  A-gricialture .  '.  I5  1 

M3S£,ag33  Addressed'  "Care  Western  Union"  . .-.  .  . . . .-. . . Ig  9 

Msthod  of  Handling  Discrepancies  in  Bureau- Inventories.                   .  I9  2 

Mimeograph,-  Appearance  of  Daily  Market  Reports  xmAe  on.  '■  S  ■  6 

Mimeograph  Lak:,-  P^ir chased  by  Branch  Offices  for  use  of  ^ 

Washington  Office   1  9 

Tests  on  Various  Kinds  of   ^  2 

Mimeograph  Pop3r  and  Manila.  Envelopes Ordering  of   15  9 

Mimeograph  Reports                                      ;   I5  19 

17  13 

■  IS  11 

Mimeograph  Stencil  Cutting   12  k 

Mimeograpliing,-  Economies  in   5  15 

Mimeogrephs Use  of  Cotton  Waste  on,  in  Place  of  Cheesecloth   U  3 

M:  uise  of  Fi-ar?.d.ng  Privilege . . ,  •.  .  •  5  6 

Montgomery,  Tdvr-rd  G-.-  Appointment  of,  as  Assistant  to  Chief  of 

P.Are^vu   17  1 

Motor  Vehicle  Expense  Accounts   10  ^ 

N  - 

ITame  Typewritten  Under  Signature   5  ^ 

Naval  Reserve Leave  of  Absence  for  Members  of  Fleet   17  K 

Necessity  for  Economy  for  Fiscal  Year,  I92I  •   21  3 

New  Assistant  Secretary  of  Agriculture,  E.  D.  Ball   21  1 

Now  Assistant  Secretary  of  Agriculture,  James  R,  Riggs. ............  .  .  5  1 

^      New  Form  of -Piu-chase  Orders....                     —   1  2 

New  Forms  U^ed  in  Connection  with  Issuance'  of  Transportation 

Eequeats   ih  6 


-  lU  - 

Ifamber  iJteT, 

New  Head  Clerk,  Live  Stock  Division   17  9 

New  Issue  of  Information  Circular  for  Fiscal  Year  I920   6  1 

New  Secretary  of  Agriculture,  E.  T.  Meredith   15  1 

New  Year's  Day,-  Half  Holiday  Before   IC  1 

Numbers  to  "be  Shown  on  Inventories,  Serial   17  IC 

0  - 

Office  Space  in  Washington,-  Report  on  Numter  of  Employes  and 

Amount  of   1  1 

Opening  Mail  in  Branch  Offices   6  7 

19  g 

Operating  Regilations ,  -  Handbook  of  Bureau   I9  1 

Ordering  of  Mimeograph  Paper  and  Manila  Envelopes   15  9 

Orders,-      New  Form  for  Purchase  Orders   1  2 

For  Addressing  and  Duplicating,  etc   5 

Outgoing  Telegrams   10  10 

Overdrawing  Letters  of  Authorization   3  1 

P  - 

Packages  Intra- Bureau,-  Delivering   15  1^ 

Paper  Clips,  Disposal  of   15  H 

Paper,-  Economies  in   3  ^ 

Ordering  of  Mimeograph   15  9 
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Photographic  Work  for  Field  Offices. . . . .'                                              IS  7 

Photostat  and  Photographic  Work.                                           v                   3  3 

Place  of  Delivery  on  Subreq.m  sit  ions                                                     ik  S 
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Preparation  of 
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Assigned  to  Projects  S  5 
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Parchase  of  Glass  Tops  for  Desks   10  J 

Parchase  Orders, - 

Comrnuiiications  Regarding  Undelivered   I5  7 
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Resigning  Employes »-    Annual  Leave  for  .,   3  ^ 
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Spacing,-    Double  Spacing  T\to  or  Three-Line  Letters   3 
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Stencil  Cutting,-  Mimeograph   12 
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5 

Wires,  Reduction  in   7 

Telephone,- 

Bills   3 

15 
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Transportation  Eeq.uests,- 
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Copy  of  Form  5.  to  be  Retained  in  Branch  Office  Files....  17  5 
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